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    INTRODUCTION




    If asked to name our greatest fear in doing business, many of us would admit that we are most terrified at the notion of having to speak before a group. But it is often an essential part of our work. We give talks of one kind or another frequently. In a single week, a businessperson may be called upon to speak to the Board of Directors on Monday, to 10 colleagues at a department meeting on Tuesday morning, to 50 interested investors on Wednesday, to their personal staff of three remotely on Thursday, to a hiring panel on Friday or to an audience of 300 at a conference held at a hotel on Saturday. That’s six presentations. Your list is undoubtedly longer.




    Because speaking in public can be an unnerving experience, QUICK WIN PRESENTATIONS is written to help you decrease some of the anxiety that you are feeling, as well as to offer tips and techniques for enhancing your talks. To do that, the book examines the process from beginning to end and offers answers to your top 100 presentation questions.




    QUICK WIN PRESENTATIONS is designed to break the process into parts, thus enabling you to search for the answers to your key questions. The better you understand, the more confident, credible and effective you will be as a speaker and the better able you will be to influence others, to demonstrate your talent, and to represent your organization.




    There are five sections to this book:




    •Presentation Essentials covers some of the fundamental questions that all speakers have about what makes an effective speaker, what is involved in the communication process, the importance of understanding and keeping your focus on the audience and on having a clear message.




    •Developing a Presentation addresses the design of a speech or talk itself. Specifically, this section answers questions about the importance of having a strong opening, logical middle and powerful closing.




    •Presentation Tips & Techniques answers questions ranging from word choices to aspects of verbal and non-verbal language. It also includes topics like handling your nerves, knowing the venue, preparing for questions and designing visuals.




    •On the Day looks at the last-minute details and your emotions.




    •Afterwards offers suggestions for your ongoing development as a speaker.




    QUICK WIN PRESENTATIONS is designed so that you can dip in and out, seeking answers to your top presentation questions as they arise. Answers to your queries can be located not only from the contents list but also by using the subject grid at the start of the book and by following the thread of cross-references provided at the end of each Q&A.




    The questions asked and answered in this book include questions I have encountered time and again from businesspeople over many years through my consulting and training work. I hope you find the book helpful.




    Elizabeth P Tierney




    Portland, OR




    June 2023
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    PRESENTATION ESSENTIALS




    Q1 What makes an effective speaker?




    Think about speakers you have heard throughout your life and in your career. Who are they? You may notice that they have come from all walks of life: politicians, members of the clergy, educators, athletes, entertainers or businesspeople. Can you identify why you recall them? What characteristic brought them to mind? Whatever the specific reason you remember them, they reached you.




    Good speakers are memorable and have an impact on others. One reason that you remember them is that they recognized their ability to make a difference in their audience’s lives. And they used it.




    Good speakers respect their audiences and understand how the communication process works. Effective speakers also know what ensures successful communication and what prevents it. They know their own weaknesses as speakers and try to eliminate them. They use their strengths.




    They appreciate that the talk they are giving can affect the people to whom they are speaking. They recognize that they can make the audience laugh, take notice, or cry. They also can make an audience angry.




    While the topic may or may not always be monumental, the speakers may be suggesting ideas that might make your life easier or more difficult. They may be recommending a new hybrid work policy, the take-over of another company, or the purchase of a particular service or product. While you may not consider introducing a new policy about the lunchroom as earth-shattering, the impact may be a morale booster for the audience thereby indicating to the listeners that the speaker is sensitive to their needs.




    Effective speakers recognize the opportunities they have for making change, and they seize the moment. They do not assume that the only important talks that they are going to make are at annual presentations to the Board of Directors or at the Eastern Regional Sales Conference. They know that short in-company talks – whether remote or in person – count, too. For you to be good as a speaker, you should believe that your ideas are important. So, it doesn’t matter whether you are speaking to a group of five in an office meeting room or to a group of 400 simultaneously via Zoom in Brussels and New York.




    Regardless of the specific subject matter: coffee breaks, remote work, work-life balance, mergers and acquisitions, new product lines, or new passwords to avoid hackers, what you say may have financial or morale or productivity implications for individuals and organizations. Your words have the power to explain, clarify, worry, soothe, encourage, motivate, and / or sell. In effect, when you speak, recognize that the significance of what you are saying has an impact on the people listening to you.




    See also




    Q5 What are my strengths as a speaker?




    Q57 How can I build my confidence as a speaker?




    Q60 What kind of set up do I need to ensure a smooth presentation?




    Q75 What are the implications of ‘when’ I speak?




    Q96 What should I reflect on when the presentation is over?




    Q98 What kind of feedback should I seek to help to develop as a speaker?




    Q99 Can I give the same talk a second, or third, time?




    Q100 What ongoing activities will help me become an effective speaker?




    Q2 What are the steps in the communication process?




    Successful athletes, musicians, politicians and businesspeople know their trades. In the same way, to be an effective speaker, you should understand what you are doing when you communicate. Even though it may seem artificial to examine what we take for granted and do every day, it is helpful to consider the individual components in the communication process. While much of the process is instantaneous, by breaking it down into a series of steps you are better able to analyze what you do well or what needs to be improved. In fact, after thinking about the process, you may discover that you have second thoughts about being a spontaneous presenter. Many speakers believe that it is unnecessary to plan or practice, that they can ‘shoot from the hip’ and still be successful. Usually, they’re wrong!




    Before we look at each step in more depth, let’s examine what we do when we communicate:




    • We have a thought or an idea that we will call a “message.”




    • We want to share that message with an audience.




    • We determine the best way to express it.




    • We share the message.




    • We anticipate feedback.




    • We react to the feedback.




    Suppose your idea is instituting casual Fridays. You have heard from some colleagues in other organizations that people are more energized at the prospect of wearing less formal clothes once a week. Human resource departments in those organizations have noticed that absenteeism is lower and that people are less stressed and more motivated than the rest of the week. Let’s analyze the communication that occurs.




    Step one: You believe you have a good idea for your company or your division. At this point, it is simply an idea. It is in your head. But the notion of casual Fridays will be ignored, and never put into practice, unless you share it with others.




    Step two: You want to share your idea with the other decision-makers.




    Step three: You weigh and decide on the best way to communicate the idea. Emailing? Phoning? Drafting a memo? Instant messaging? Then you consider setting up a virtual meeting. After weighing your options and considering your audience, you decide to include the recommendation in your presentation at the next department meeting.




    Step four: You share the idea. You present your recommendation at 2.30pm on Monday via a Zoom meeting.




    Step five: You anticipate feedback. You know that some people will reject the notion out of hand – some even may laugh at you – but others may consider it seriously. Someone may thank you for suggesting the idea. You may be challenged to justify your thinking. All of these are reactions to your remarks. They represent feedback.




    Step six: You react to that feedback. You take what you were told and learned at the meeting. You combine this with your own views of casual Fridays. You then modify the idea. Based on the feedback, you may decide to make changes, to restate your case or perhaps dismiss the notion because people working from home are casual already. Unless you drop the idea altogether, you will be starting the communication process again with your revised idea. The cycle begins again.




    See also




    Q11 What is the message of my talk?




    Q12 What is the purpose of my talk?




    Q14 What should I eliminate as I prepare my presentation?




    Q20 How should I organize the body of my talk?




    Q66 How can I prepare for questions?




    Q91 How should I handle introductions?




    Q3 What can prevent communication?




    By considering the communication process as a series of steps, you can determine where breakdowns may occur. Good speakers recognize that even the most effective communication can be blocked. That blockage may occur for many reasons. To eliminate problems, try to control as much of the process as you can. But once you send your message, it is out of your hands. Your idea is in the minds of your receivers. But until then, it is yours to weigh and consider.




    Let’s look at some of the problems that may occur.




    Suppose you have an idea that is unclear. This often happens when ideas have not been thought through sufficiently or what you want to share may be too abstract for the audience.




    When you decide to share your idea with someone else, if you have not analyzed your audience well enough, you risk being misunderstood or not understood at all. If you have not anticipated your audience’s reactions, your message will not be received – or will be received incorrectly.




    Beware of making over generalizations about audiences:




    • Avoid making assumptions about the audience’s level of knowledge.




    • Avoid speaking over their heads.




    • Avoid alienating them by speaking down to them.




    Audiences are unique because they consist of diverse individuals in varying roles with a wealth of experiences. Thus, they may have differing reactions to what you are saying.




    Now suppose you have selected a way to transmit your message. But if you have not selected the best way to send that message, your idea may not be received. Why?




    • If you pick the wrong approach, you decrease the chances of your audience understanding what you are saying.




    • If you whisper, you may not be heard.




    • If you include too many visuals, your images may overwhelm the audience.




    • If you use vague words, you may be misinterpreted.




    • If you fail to compensate for extraneous noises, you will not be heard.




    • If you forget the impact of Zoom, or the time, or the place, you may have an audience that is distracted.




    Good speakers recognize that it is easy for a message to be lost or misconstrued. Therefore, they carefully consider their options and make thoughtful choices before they communicate. Consequently, they will be satisfied with what they did after they have spoken.




    See also




    Q4 How can I identify and eliminate my weaknesses as a speaker?




    Q11 What is the message of my talk?




    Q13 How can I anticipate objections to my message?




    Q29 Should I avoid jargon and colloquialisms?




    Q30 Should I explain technical language?




    Q31 Am I aware of my verbal idiosyncrasies?




    Q32 Should I read my paper?




    Q33 Should I use notes?




    Q63 How can I limit mistakes?




    Q85 How can a visual hurt my presentation?




    Q93 What can I do if I seem to be losing my audience?




    Q4 How can I identify and eliminate my weaknesses as a speaker?




    For you to become a more effective speaker, you should examine your own communication style to determine where or how it may be breaking down. You may ask, “How do I become more aware of my own presentation style?”




    You can:




    • Take courses in public speaking or in presentation.




    • Read books; try Show Time!, for instance.




    • Ask a colleague for feedback on a presentation.




    • Record yourself and listen to the audio / view the video.




    • Do all the above.




    Look for physical aspects of your presentation that may be problematic to an audience. Consider how you appear. Listen to how you sound. Analyze the organization of your talk. Then think about your talk in terms of your specific audience.




    Suppose you identify an aspect of your presentation style that might prevent effective communication. Work at eliminating it. Be realistic. The change won’t happen overnight. It takes time. You eliminate any habit, strategy, or technique by catching yourself in the act and trying to change it. But it takes repetition before the change becomes ingrained.




    Suppose you are told about a problem, or you spot it yourself when you play back a recording. For example, you discover that you lose the audience because you speak too quickly when you give presentations. To remedy the problem, make a deliberate effort to speak more slowly.




    Suppose after watching a recording of yourself, you realize that you confuse the audience because you try to include too much material and your talks are not structured well enough. To remedy the problem, work at organizing your thoughts better.




    Avoid berating yourself or becoming overzealous in your determination to reach your goal of excellence as a speaker. Select one area of weakness at a time and work at correcting it. Once you are comfortable with the adjustment, then identify another element that you want to modify and work on that one. Good speakers evolve over time with hard work.




    See also




    Q3 What can prevent communication?




    Q13 How can I anticipate objections to my message?




    Q29 Should I avoid jargon and colloquialisms?




    Q30 Should I explain technical language?




    Q31 Am I aware of my verbal idiosyncrasies?




    Q32 Should I read my paper?




    Q33 Should I use notes?




    Q57 How can I build my confidence as a speaker?




    Q63 How can I limit mistakes?




    Q66 How can I prepare for questions?




    Q87 How can I ensure my credibility as a speaker?




    Q88 Which personal attribute is essential to all presentations?




    Q5 What are my strengths as a speaker?




    Most of us find it easy to criticize ourselves and to identify what we do wrong. In fact, most of us believe that we have many weaknesses. We assume that we are awful speakers, which is why we are so frightened by the prospect of making presentations.




    Well, the truth is that you are probably doing any number of things well. Yes, good speakers work at eliminating their weaknesses. But good speakers also recognize their strengths and build on them. Consider some of these attributes:




    • You have a clear speech pattern.




    • You find it easy to present ideas in a simple form.




    • You have a sense of humor.




    • You have an easy-going manner.




    • You have a pleasant voice.




    One or all of them are pluses. Each one can enhance your presentation. When you listen to yourself , when you see yourself played back on a video, or when you ask for a colleague’s opinion, be sure to determine exactly what you did that is good. Focus on the positives, rather than the negatives. What you want to do when you are developing as a speaker is to use your strengths at the same time as you are progressively and systematically eliminating the weakness(es) that detract from your work.




    See also




    Q1 What makes an effective speaker?




    Q60 What kind of set up do I need to ensure a smooth presentation?




    Q96 What should I reflect on when the presentation is over?




    Q98 What kind of feedback should I seek to help to develop as a speaker?




    Q100 What ongoing activities will help me become an effective speaker?




    Q6 How important is understanding the audience?




    An essential part of the communication process is having an idea or thought that you want to share. The notion of sharing is essential to the process. If you forget to unmute yourself in a Zoom meeting, you are unable to share your ideas. If you whisper so that no one in a room can hear you, you are not sharing. To be effective as a speaker, take the time to think about the people with whom you are communicating. Consider your audience.




    When you are asked to give a talk or to make a report to a group, it is vital that you get a general impression of the people to whom you will be speaking. A supervisor may say, ‘I want you to speak at the annual meeting in February and at the April board meeting.’ You may be invited to speak at a management seminar or at a breakfast meeting about marketing strategies. You may be asked to speak about computer applications at a conference.




    Too often, however, when we are asked to speak, we focus on the invitation and on the person who extended it. We are flattered, excited or delighted. Our egos are fed by the recognition. We are thrilled and then terrified at the prospect. If this reaction is true for you, rein in your conflicting emotions and remember to ask questions about your audience to get an overview of who will be present. Ask why the meeting is being held. Find out how many people will attend and ask about their general areas of expertise. Add some invaluable hard data to enable you to make educated choices




    See also




    Q7 What do I need to know about the audience?




    Q8 Who should I address my talk to?




    Q9 Why is the audience attending my talk?




    Q10 How can I benefit from analyzing the relationships among the audience members?




    Q7 What do I need to know about the audience?




    An overview of the audience is important as are the details.




    Suppose you have been asked to speak to the board or to a group at a conference. You have determined how many will be present. You also know the purpose of the meeting. But you have other questions to ask. While they may not suit every situation, some of them might include:




    • What are the job titles of the people in the audience?




    • What is their native language? Does everyone speak English?




    • Where are they from? What country? What region?




    • What are their ages?




    • What are their genders?




    • What do they know about the subject?




    • What is their training?




    • Why are they attending?




    • Who else will be speaking?




    • What are the topics of any other speakers?




    It takes only a few minutes to ask the organizer questions like these. Do ask them. The more you know about the audience, the more you can tailor what you are going to say to them, thus increasing the odds that you will be understood. And you will avoid mis-communication.




    The answers to your questions may help you decide about the amount of explaining you will have to do, the types of visuals you might use, or the approach you might take. For example, analogies to American football may not work well with a group of French executives. References to crowded buses, trains and airports may be inappropriate for a talk in a rural area. Nor will the agonies of snow shoveling be readily understood in mild climates. In the same way, a group of marketing managers may require more background on the financials of a recommendation than those trained in accountancy.




    Get details; know your audience.




    See also




    Q6 How important is understanding the audience?




    Q8 Who should I address my talk to?




    Q9 Why is the audience attending my talk?




    Q10 How can I benefit from analyzing the relationships among the audience members?




    Q8 Who should I address my talk to?




    To know your audience, try to get as many names and job titles as you can. The more you know about the people who will be listening to you the better you can adapt your subject to their expertise.




    Once you know who is attending, be careful. Many speakers make unwise assumptions. They learn that the CEO or divisional manager will be in attendance. Because they consider the position critical to the decision-making process, such speakers decide to pitch the entire talk to that one person. That is an unwise decision for two reasons:




    • First, you can alienate other people in the room if you discount them and direct your thoughts only to the most senior person present.




    • Second, you are making assumptions about who has influence over whom or whose opinions are sought out or valued by that senior manager. Frequently, senior people ask the opinions of their assistants. Remember, even Don Corleone had a consigliere. You may not know who that person (or people) may be.




    Therefore, address everyone present – whether management or support staff. Value everyone. Prepare your thoughts with the entire audience in mind.




    See also




    Q6 How important is understanding the audience?
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